Business User Group Meeting Notes

April 14, 2004

Paul Carlson

*Reminder: State Accounting is the level two Support Team and please call them first before calling anyone on the NIS Support team when you have any questions and/or concerns.


Amy Archuleta 



Unposted Batches Reminder
· At the end of the month, please get all your batches (procurement receipt batches, voucher batches and general journal batches) posted.  Remember that voids also need to be posted.

· Agencies need to take initiative in deleting prior month date batches.

Amy demonstrated on how to delete unposted journal entries, voucher batches and receipt batches

Note: When deleting batches – go back to the point of entry for example, Voucher Entry without PO to do the deleting.

· Examples of deleting unposted batches will be available for agencies to view on the NIS Website under User Group Reports.

                            Procurement Receipt Batches

Note: At the end of the month if you don't get receipts posted - don't delete them.

Expenditures get hit at the time of receipt - when you receive you are debiting an expense and crediting a receipt not vouchered (balance sheet fund). During the 3-way match this clears out the receipt not vouchered account.

Agencies that receive and don't post it at months end will have to re-receipt it in the next month. In order to re-receipt it, you must reverse the original receipt.
 

Q.
When doing reverse receipts in the middle of the month and they have not been posted, should we get rid of those original receipts?

 A.
Post them. Posting gives you an audit trail of all the steps you have taken.

Reminders:

· To find historical activity and information about your accounts go to the Inquiries & Reports – Account Ledger Inquiry. 

· Don't manipulate "O" Batches - it causes system integrity problems.  Journal entries lines are not deleted in this process and expenditures will be unbalanced. 

· Revised Split Coding information can be found on the NIS website.

· Post Your Voids before the end of the month.

· "IB" batches need to be in the approved status.

· You can change dates on a Receipt Batch to the next month.

Q.
What happens if we post that before the G/L date?

A.
It won't cause any problems.  It is expenditure and it won't show up on your allotment status until the next month.  Once it is posted, it posts into the period of the G/L date. Allotment status feeds off the F0902 and so the allotment status won't know to pick it up until the next period.

Q.
When the transaction goes through the system it budget checks?

A.
Yes, when it was created it budget checks.  At this time none of the PO's going through the system now are being budget checked. Once commodities go-live it will all be budget checked. Budget Checking is a custom program and it is not out-of-the box. 

Julie Perez

Options when receiving:

· You can receive more than what is on a Purchase Order.

· You can receive less than you ordered and close out the PO. 

· You can backdate the PO order.

· On the Receipt Date Field - you can back date when you received the item. 

Things to Note:

· Vendor Performance Data is based on the receipt date, so it should reflect accurately when you did receive the item.

· On the Receipt Option Field it Defaults to "1" - you can use other codes, for example "7" or "9." Make sure that it reflects what you really received.

· Don't change the unit cost when receiving.
· Make sure that receivers have batch management set-up for receiving.

Q.
You don't want us to change the dollar amount on the Receipt, is that correct?

A.
Don't change the dollar amount at receipt time. If you know that you will have a Purchase Order for a dollar change, you should do it on the Purchase Order and you should know it before the receipt comes in. 

Contract Quantity Issues 


Contracts do not encumber and you can manipulate the system by entering in a unit of measure of  $1.00 and a unit cost of one.  Many agencies are waiting for the invoice to come in before they generate a Purchase Order.

Things to Note:

· Change release quantity - don't release more and try to cancel the PO - the amount will not add back on to your contract.

· Add information concerning the contract into the Description Line Field so you can help track the data.

Q.
Is there ever a time you create a Purchase Order and you do something in error after you created the Purchase Order that you can go back and add to the contract?

A.
Yes, you can add to the contract. For example, business units may have changed –you change it on the PO and then go back to the contract and insert the new business units and the future POs will reflect the new business unit numbers. You can have different information on your detail lines than you do on the header. An example is a ship to address.

Q.
Can agencies process an invoice against a PO for a different amount – does the PO have to be exactly equal in amount?

A.
It can be different.

Q.
When agencies cancel a PO – can they increase their contract back to the original amount?

A.
They can manually, if you cancel a PO – it doesn't add back to the contract. If you add a line or do an increase, the contract will reflect more than what it truly is. You will want it to reflect the correct usage against the contract.  We are making changes in the system and once we go-live with commodities you will be able to track information and make revisions easier. 
Q.
What do I do with a temporary Service Contract and there are still amounts in it?

A.
Close it out and cancel the lines.  It won't be able to release any POs against it.

Q.
Do we have a date for go-live for commodities?

A.
At this time we don't know. The completion of the spending limitation modification will determine when we go live with commodities. We will go live as a rollout with DAS going live first.

Q.
Do we need to do requisitions for Service Contracts? 

A.
You don't have to up to $500, however if you are required to do a RFP – you will need a requisition. We will resend the flash memo and clarify the process on this. 

Q.
What does the system budget check against?

A.
Allotment appropriations, your expenditures to-date and your encumbrances. Encumbrances are tied to the Purchase Order. 

· Budget check for purchase orders - A report will run for budget checking for purchase orders and it will tell you the available allotment and show you the business units that were involved and tell you what is available after the fact.

Q.
 Is it total funds by agency?

A.
 It is agency, program and fund type. For grants, - POs will not budget check against your authorized amount.

Q.
Does it check against cash?

A.
It checks against cash when the payment is made for purchase orders.

Interface Discussion:

Agencies that are working with interfaces may need to reprogram their system so that their payments can process through the 3-way match and/or discuss with DAS-Materiel and identify the parameters for 3-way and 2-way match and how to develop reports off of those.

Beth Benson
                  Address Book:

· The system allows for the creation of purchase orders either by using a "V" or a "PP".

· "V" means where the Vendor's Purchase Orders are sent to.

· "PP" means where the payments go (different location).

· State Accounting is handling this situation internally - Dee Ward is tying the two together within the address book.

· Don’t change it when you are creating the voucher.

· To check if the payments go to a different address, go to the Related Address (tab) on the address book and look at the last field - Factor/special payee - there should be a different address book number in that field.

· Notify Dee Ward when you know that Purchase Orders go to one location and the payments go to another place. 

"Z" Records

State Accounting is in the process of taking the "Z" records and dropping all the financial information attached to the "Z" address book records and exporting then into excel spreadsheets. You will be able to query those account numbers on their website in June.

Reminder:

· Always use the lowest address book number if there are duplicate entries.

· E-mail Beth Benson if you notice duplicate entries.

Note:

Agencies don't have authorization to use "SC" and "O" search type files. They are for State Colleges and the State Treasurer only. You can see it but please don't use it to create a record.

Searching Tips for Names in the Address Book:

Query on Federal Tax ID's (FTIN)

Use the wildcard search



Solution Explorer:



Upgrade for Employee Self-Service module



Rolling out when Agencies go live with Procurement



Menu layouts and paths will change on the system

Q.
Will something on the system come up and say you are an "AP 10" this is what you will see?  

A.
The security matrix is located on the NIS website and verify that your employees are at the correct level and if changes need to be made submit those changes to Dwane Rauscher.

Amy Archuleta

· Add Lines to a Voucher using 3-way Match

· Do this when your invoice reflects a charge that was not initially shown during the receipting time.

· Don't manipulate your "O" batches. 

· State Accounting wants to know if something costs more than your contract, you should have written documentation on those situations and/or include extra charges within your contract.

Q.
When you increase that line, what does that do to your G/L report?

A.
The additional amount shows up on your PV.


Posting at Months End

Reminder: when agencies date items in the future – don't post in the current month. Wait until the next month. Spread out your workflow in order to help alleviate backlog on the system.



Downtime:


More downtime will occur within the system because the technical people will be IPL'ing the box.

Customizing Grids:

When agencies have issues/problems and customize grids. We ask that you uncustomize them so we can check the problems out. Sometimes just uncustomizing them solves the problem.

Q.
Will they do a global change and get rid of fields that NIS isn't using?

A.
If we do a global change, we would do it as a modification.

Patty Richard


"PA" & "PB" 

· Encumbrances are caused by Purchase Orders. Encumbrances that change are the result of Purchase Orders and if it is a stagnant number (doesn't change), it is probably a manual encumbrance. Patty demonstrated on the system how to inquire on encumbrances.

· Inquiries - General Accounting/ Inquiries & Reports, Accounting Inquiries. Do trial balance by Sub ledger - change the ledger that affects your encumbrances. Define by business unit, object account code or fund.

· Manual encumbrances need to be voided out.  Re-enter as new manual encumbrances in the new fiscal year.

· At year end run the encumbrance detail report.
· PO's will rollover – anything that is a "PA" will be dumped into the new fiscal year. 

Q.
Are the "PA" & "PB" both manual encumbrances?

A.
 No, "PA" is the PO – automated encumbrances and the "PB" is the manual encumbrance – this is where you went into the system and created a journal entry.

Q.
How do I get rid of encumbrances?

A.
Scenario: An agency has a PO out there and they haven't received against it and they don't intend to receive against it. That PO will remain out there until you take some sort of action. To get rid of that encumbrance, you either have to receive against the PO or cancel it. If you have a PO before the year-end, manually select the rows and do a row cancel on them.  

Note: The sequencing of events of "Receiving, Posting the Receipt, Reversing the Receipt, Posting the Receipt batch," etc. is important and if it is not done in the correct sequence it can make the procurement side get out of sink with the financial side. We can do a "Purge, Rebuild and Repost".  We have been doing this on a case-by-case basis. We will do it on statewide basis before commodities go-live and also before the year-end. To inquire about your purchase orders go to the "PA" Commitment Inquiry Screen.
Q.
How do we fix these –do we contact you?

A.
Contact the help desk.

Q.
Does it purge the requisitions?

A.
It purges the "PA" record or the encumbrances related to the Purchase order.

Fixed Assets

Depreciation on all Fixed Assets

· At the Intra-agency transfer proof and final mode - change responsible business unit.

· Processing options "9a" and "6a" need to match.

Q.
How do you know if the business unit match?

A.
When you bring up your Fixed Assets Master there is a row exist to view depreciation information.

Lindsey Schroeder

Tips & Tricks–Members discussed in small groups shortcuts and tricks that they had found while working in the system.

Group Discussion:

General Accounting inquiries and tables were discussed: 

Table F0902 - Summary Transaction

F0911 – Trial Balance Inquiry 

Data Selection Table F0006 (Business Unit) 

· E-mail Lindsey Schroeder if you have any tips or tricks to share and she will put them on the NIS web site.

· The members are asking for suggestions for agenda items for the next "BUG" meeting.

Paul Carlson

Reminders:

· Don't post receipts and expenses at the same time. 
· Find an object code that fits your contractual services. 

· Notify State Accounting when you need them to create a new object code for a contractual service.

· When running reports and processing information check your data selection and change the dates and periods if need be.

Q.
Why doesn't the system delete old unposted batches after a certain amount of time - they are no use for the agency anyway? Many thought the system was deleting them anyway when they are not posted by the end of the month.

A.
Amy Archuleta and Bruce Snyder had deleted batches and that caused the "O" receipt batches to disappear. We are still in the process of learning more about the system.


Q.
Is there anywhere in the system that shows the date, the document or batch posted and who posted it not the batch date or the G/L date?

A.
There is not a posting date in the system. You can look at the last time it was updated.

Q.
Is there a report that gives the payment history for a vendor for our agency for a specified time period instead of using the vendor inquiry screen that is hard to print?

A.
There is two Payment Detail Registers under Accounts Payable: "AP Detail Register" and "AP Detail Register New."

Q.
Is there a list of Accounts Payable by due date? 

A.
We don't have one at this time; we may have to make a customized report.

Q.
Our payment terms are automatically defaulting in as "000," is this correct?

A.
 It should default in as blanks. I will need to investigate that.

Forming a "RUG" - Report User Group


Functions:

· Asking agencies for volunteers

· Volunteers from each functional area (five to six people)

· They would become the experts

· Custom reports - agencies would pay for the development of them

· Train agencies on reports

· Work with NIS team to make sure that specific reports don't already exist and test for functionality problems

